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Job Aid:
How to Receive Items in COMMBUYS

This Job Aid Shows How To:
e Receive items in COMMBUYS

Of Special Note:

Before a receipt can be processed, there must be a purchase order (PO) in Sent status. The receiving of goods and
services may be either complete receipt or partial receipt. Iltems that are being returned must be received and then
returned. The receipt of items can also be cancelled without first receiving them. This Job Aid shows how to receive all
items on a PO and the completed receipt with a Receipt Number assigned in an updated status of Approved for Invoice.
Individuals within an agency or department who receive and/or create requests for payments will find this document
useful. These users MUST process receiving within the Basic Purchaser role or within the Department Access role with
permission given to receive.

Screenshot Directions

COMMEUYS Step 1: Log-in to COMMBUYS
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Step 2: Logging In

0 1. Enter your Login ID and Password.

Welcome to COMMBUYS
2. Click on the Sign In button.

LoginiD |

Password

Login Assistance

Step 3: Clicking the Add Documents Icon

ol CRMMELYS © S - K © @ @ @& | Click onthe Add Documents (plus sign) icon.

Romnsl k« ) Bid Sallcitation Bid Solicitation
3 (s Readyto 2 (3 Readyto
Iw rng; Senc Open.

News Recent Documents

Step 4: Selecting Receipt

C@MMBUYS Select Receipt rom the dropdown men.
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Step 5: Locating a Purchase Order

PO Receipts - Search PO . )
The PO Receipts — Search PO page displays.
SesrchUslg ALL of the criteria  ~
semen o (7 1. Locate the PO using any of these search
PO Description Akarnate o flelds
m & - PO#
= e Release Number
F— ~ ° Buyer
Type Code PO Date(MM/DDNYYYY) [
i bactB Y @ F—— o 2. Press Enter on your keyboard or scroll
a e e to the bottom of the screen and click on
U385 € segmenssamiy - the Find It button.
Commodity-EPP Q Stock Item Number
Step 6: Selecting a Purchase Order
Rl The search results display at the bottom of your
— screen in the Blanket Results section.
e e 1. Inthe Select column, click on the radio
[ PEe— tymn button next to the PO you want to
receive.
Selear Puschase Duder o Purchasse Oeder Dare Detiriptan Dopailoc  Prchaser Handis Nama Toasl frery
I Il PO-17-1080-0L006- 500 000000074882 l WA ot orow D008 Dosea iy GoodVender  S1IN0ZS B
Siddte L TR e oA Devalns [ T LB R
PO-141080. 05001 SDH-000000NM 1121 LTI Wen G Cart wmcn o 214 O Cru et Wikhaen  AMAT BRCH. Compion hecnt 2. CI|Ck on the Select button at the bottom
e DY DA 0080001 LN e W G Card irwcice 5P 2015 CADOMDN0  Cnock Puirmal Wiiask BB SR Compecs Recept Of the screen
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Step 7: Receiving

B COMMEUYS o RECROX . ; ;
e g SeY®) The Receipt page displays. The Receipt column

R Receipt # 0003949 (In Progress) - Purchase Order # PO-17-1080-05006-05006-00000007583:2 defaultS tO Receive.
= W o .
= 1. Ensure that each line item’s receipt
0 P status is marked as Receive.
ﬁ Receipt Number onm oot SREL L .:::":“" . .
= - B . b 2. Scroll to the bottom of the page and click
« [—_— . ;"; T on the Receive All button.
T = S e
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Step 8: Confirming Receipt

A pop up box diplays the message “Do you want
to Receive all remaining items on this Receipt?”

Click on the OK button to confirm.

Return All Cancel AN

comment comment

1) Becervedvensrad/canceled quantry of recepts i sanis "SCE . Canceled” ared "SCRT . Returme” . PO nem
Rtern Al e Contrue Salm fier Appreval Cangel Beceipt
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Step 9: Submitting for Approval

The Ordered Quantity/Dollars

Receipt Total (PO Receipts Total) column is
updated. The numbers in parentheses now
reflect the amount received. A new row has
been added to each line item as 1:1, 2:1,
3:1, etc.

Click on the Submit for Approval button at
the bottom of the page.

Receipt # 0003948 (In Progress) - Purchase Order # PO-17-1080-05006-05006-00000007583:2

taria, Do you mant 03 Marusaby s ApPIVETT o MU the document a8 spproved’

Save & Contnue Cancel & Exg

Step 10: Saving Approval

Each agency sets up their specific approval path
for receipts.

1. Select the appropriate approval choice.
2. Click on the Save & Continue button.
The receipt is now in Ready for Approval status

until approved.

In our scenario, we do not have an approval path
for receiving items, so we selected Automatic
approval and clicked on Save & Continue.
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Step 11: Verifying Approval

COMMEUYS gu P— - P o8 o ®8 . . . . .
' cevs Once your receipt is approved, it will be placed in
Receipt # 0003948 (Approved for Invoice) - Purfhase Order # PO-17-1080-05D06-05006-00000007583:2 L] the Approved for |nV0ice StatUS.

! Header information
_ Receips timber: wan Becatps Stava: Rncelpt Descripaion: —
) —~ ot Aveenma
E Deparimant 006 - 050 CoMMaTS ocasion: Racerpt Cmer P s
e —— i e IRRr— ser Last Updaced: P
ﬁ pesc: o
6T [—
ﬁ Files:
Porma:

JA_Buyer_how to receive items in COMMBUYS_2016-09-29 6



